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GFFICE OF TRAINING REGULATION NO, 43-3 2 June 1935
SUBJECT : Vital Materials Program

REFERENCZ: CIA Regulation _ dated Y July 1951

RESCISSION: OTR Notice 20-53, dated 4 August 1953 25X1A

1. GENERAL

Referenced regulation estallished a Vital Materiale Progran within
GIA. Doyuments, books, papsrs, meps, ete., that ar3 considered
vitel are to be identified and trensfexrred to a repository for
safe-keening., Within OTR, the program will be adminaistersd by

the Ares Records Officer.

2. VITAYL MATERIALS

T44a1 materials are defined as those specific 1ltems in the poscsession
of CTIA which are essential to the Agency on a continuing besis and
which, ia the event of destruction, would constitute a perious cr
{rreplac:able loes,

3, RESPONSIBILITIES

a, FRach Staff and School Chief will dosignate a senior ofiicer
+o bs responsible for carrying out the program in bis comporsat.
The nsmes of the desigmees will be piven to the Area Rocorde
Offiﬂe‘r, 'm. ’

b, Designated officers will ostablish a program within their
components tos

(1) Develop criteria for identifying vital matoricis.

{2) Review materialis in their possesesion to identify those
which are vital,

(3) Assure that copies of vital matericls are marked as such
and transmitted to the Area Records Ufficer as they are
produced,

(4) Prepare a schedule of any vital neteriais regularly pro-
duced by their componente
i " ) This dogument Is pari of an \u&ggrated
file, M soparated from the tile i? must_ be
subjected 1o individval systamaiie roview:
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n. The Area Records Officer wills

(1) Advise Staff and School Chiefe and their designees ia the
fdentification of vital materials.

(2) Compile and subtmit to the CIA Vital Materinls Officer a -
general achedule of CTR vital materials.

(3) Coordinate reproduction of copies of docunenis where
necessary,

(4) Transuit vital materials to the repository.

(5) Maintain necessary records of COTR materiale placed in
the repository.

(6) Periodically review the program to assure ithat materials
. are placed in the repository on 2 current lLasls,
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